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INTRODUCTION 
JO 
MCI MAIL 


MCI Mail provides you with a new world of messaging 
capabilities and services at your fingertips. With 

MCI Mail you can send electronic telex and fax messages 
and postal and courier letters throughout the world. 
Plus, messages may be sent to one person or hundreds 
at once. 


Other features available to MCI Mail subscribers include: 
an on-line directory, custom-designed interactive data 
entry forms called Scripts, Electronic Bulletin Boards 
and access to Dow Jones News/Retrieval® Service. 


This MCI Mail User’s Guide is designed to provide you 
with detailed instructions for using all the features and 
functions available with MCI Mail Advanced Service. 


The standard Advanced Service option allows you to 
create, edit, send, forward and read mail by interacting 
with MCI Mail via simple commands like scan, read, etc. 


Menu-driven Basic Service is available upon request. 
To register for Basic Service, please contact Customer 
Support at 800-444-6245. In Washington, DC., 

call 202-833-8484. 
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With just a few keystrokes, you can send MCI Mail to 
other MCI Mail subscribers, electronic mail systems 
(EMS) connected to MCI Mail, telex subscribers, postal 
addresses or facsimile devices worldwide. You can also 
receive electronic mail instantly from MCI Mail subscribers 
and telex terminals. 


The same equipment you use to create a document can 
be used to send it to anyone, anywhere in the world. 
And, you can send the same message to as many people 
as you wish without rekeying. 
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The first requirement for using MCI Mail is to have the 
proper hardware. You will need: 

m a terminal 

=m a modem 

mw a telephone line 


For MCI Mail, a “terminal’’ can be a personal computer, 
a laptop computer, a telex terminal, an electronic type- 
writer, a word processor or other device capable of 
asynchronous communications. 


If you are using a personal computer or word processor, 
you will also need a communications software package 
to access MCI Mail. 
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Creating and sending an MCI Mail message is a three- 
step process: creating the envelope, creating the text, 
and sending the message. 


The purpose of creating the envelope is to tell MCI Mail 
where to deliver your message. A single envelope can 
contain up to 100 addresses when typing names indi- 
vidually or using private lists. A shared list may contain 
up to 250 addresses and a message envelope may contain 
several shared lists. See Using a Shared List, page 58, 

for more information. An envelope can include just one 
or any combination of the MCI Mail delivery services. 


The procedures for creating text are basically the same 
for all message types. You may type text from the 
keyboard or upload an existing ASCII document. After 
creating or editing your message, you must tell MCI Mail 
to send it. 
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MCI Mail gives you five different folders in your mailbox 
for storing messages: 


minbox moutbox mdesk sm pending sm trash 


Your inbox contains messages that have been sent to you 
but that you have not yet read. 


Your outbox contains messages that you have written 
and sent. b 


Your desk contains all of the messages that you have 
read from your inbox. 


Your pending file contains messages that you have created 
but not sent. 


Your trash file contains messages that you have deleted 
in case you later have need for them. 


Messages remain in your outbox, desk, pending and trash 
files for five days and are then deleted by the system. 
Messages remain in your inbox until read. 
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Assistance is always available for MCI Mail subscribers: 


On-line help 
At any prompt, type HELP. 


To receive a list of Help topics, at Command, type 
HELP INDEX. 


For a list of Help Files available, refer to Appendix, 
page 77. 


MCI Mail Customer Support 


Call your MCI Mail representative or MCI Mail Customer 
Support at 800-444-6245 from 9 a.m-8 p.m. Eastern 
Time, Monday through Friday. In Washington, D.C., 

call 202-833-8484. 


Documentation 


Additional documentation is available for: 
gm Shared Lists 

mw Telex 

m= Personal Computers 

m Bulletin Boards 

= Dow Jones News/Retrieval Service 

m@ Scripts 


To receive a list of available documentation, 
at Command, type HELP REQUEST. 
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To prepare your ame asia and communications 
software: 


|. Set up the terminal, modem and telephone line. 
2. Set up the communications parameters. The necessary 
settings are as follows: 


Parameter 


Baud rate 300, 1200 or 2400 (Baud rate 
should match modem speed.) 


Duplex Full duplex. If using a half duplex 
modem, type your user name fol- 
lowed by /HALF when signing on. 


Baud Rate 300 1200 2400 


Data Bits 8 8 7 


Parity none none even 
Stop I l | 


Flow On in both directions. ; 
control (Xon/Xoff=on) 


End of line | Carriage Return only. No Line Feed. 


On-line reference information is available for selected 
equipment and communications software on the MCI 
Mail Bulletin Board, ‘PC Guidelines.’ For a complete 
listing of this information, at Command, type VIEW PC 
GUIDELINES. (See Using a Bulletin Board, page 69.) 


panrararar tartar + + + seuss sep pee eek 
r ee 


a Riewic Huahine tot nt ee ae 


ttt ccucacccceeoeges one 8 8 @ 


The ACCOUNT command allows you to control the way 
MCI Mail appears on your terminal. You may set the 
following terminal options: terminal type, line length, 
lines per screen, time zone* carriage return and line 
feed padding. 


To change the way MCI Mail appears on your terminal: 
1. At Command, type ACCOUNT. 
2. Type YES to see your settings. 


3. Type the name of the setting you want to change. 
Or type HELP for a list of settings. 


. Type the new information. 
. Repeat steps 3 and 4 to change more settings. 


. Press Return after you have made your changes. 
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Type TEMP if these settings are for this session only. 
Type PERM for permanent settings. 


*Be sure to change from “Standard” to “Daylight Savings’ time 
when appropriate. 
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To sign on to MCI Mail: 


|. Prepare your equipment to communicate. 


2. Dial the appropriate phone number to access MCI Mail. 


To access MCI Mail in the U.S. (including Alaska and 
Hawaii), use the following phone numbers: 


800-234-MAIL or 800-234-6245 (300 and 1200 baud) 
800-456-MAIL or 800-234-6245 (2400 baud) 
800-825-1515 (Lotus Express® Desktop Express® 
300, 1200, and 2400 baud) 
800-333-1818 (MNP modems at 300, 1200, 2400 baud 
or 4800 baud with compression) 


3. At the answering tone, connect your modem: 


= Autodial modems. The connection is made 
automatically. 


a Direct-connect modems with a voice/data switch. 
Switch to data. 


4. Press Return. 
5. At User Name, type your user name. 


6. At Password, type your password. 


To use TYMNET?® or ConnNet™ access (300, 1200 and 
2400 baud): 


Note: per minute charges apply. 


|. Prepare your equipment to communicate. 


2. Dial the appropriate number. At the answering tone, 
connect your modem. 
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3. At the prompt, type one of the following: 
a. If you are using TYMNET, 
At 300 baud, type your terminal identifier, A.* 


At 1200 or 2400 baud, when you see 
x/ /x/XxxPXXXX@XPXXXPXXXX@, type the letter A.* 


When using 2400 baud, a prompt may not appear. 
Just type the letter A. 


b. If you are using ConnNet, type a period (.) anda 
capital letter T. For example, .T 


4. At Log On, type MCIMAIL. 
5. At User Name, type your user name. 
6. At Password, type your password. 


Note: When you use MCI Mail through TYMNET, 
CONTROL + W will not backspace and erase a 
word. Use: 


CONTROL +X __ to erase a line. 
CONTROL+R __ to display a line to verify changes. 


TYMNET 2400 baud access numbers support CCITT V.22 
bit compatible modems. 


To sign on from Canada: 
Note: Per minute charges apply. 


To access MCI Mail from Canada requires using the 
Datapac system. 


|. Prepare your equipment to communicate. 


2. Dial the appropriate phone number to access MCI Mail. 


You can find the Datapac numbers in the white pages 
of most Canadian local phone books under “Datapac 
Public Dial Ports;’ or on MCI Mail by typing HELP 
PHONES and the name of a province. For example, 


*Do not press Return 
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3. Once you have established the connection, type two 
periods for 1200 (..) or one period (.) for 300 baud 
service. 


The periods will not appear on the screen, but you 
will see the Datapac identifier. For example, 


4. Type 13106; press Return. You will not see what you 
type on the screen, but you will see Datapac’s 
response. For example, 


5. Type MCIMAILUSA. 


The letters you type and Datapac’s response will 
appear on your screen. 


6. At User Name, type your user name. 


7. At Password, type your password. 


To sign on from international locations: 


MCI Mail can be accessed from many countries. To use 
MCI Mail from outside the U.S., you must subscribe to 
that country’s packet switching service. 


Signing on is different in every country, so it is not possible 
to give you one set of instructions for all countries. 
However, you can refer on-line to the MCI Mail Bulletin 
Board “International Access’ to receive a list of countries 
where access to MCI Mail is available, and country- 
specific contacts and information. (Do this before leaving 
the U.S., or you may not know how to sign on!) 
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To access international sign-on information: 
1. At Command, type VIEW INTERNATIONAL ACCESS. 


2. At View, type SCAN to get a complete listing of 
countries and general information for accessing MCI 
Mail overseas. 


3. Or, at View, type SCAN SUBJECT and the name of the 
country for specific country information. For example, 


Note: The full range of services and features of MCI Mail 
are available* just as if the MCI Mail account were 
accessed domestically, except that terminal settings 
and control keys may function differently than 
shown in MCI Mail documentation. Refer to 
instructions from the country-specific packet 
switching service. 


*With the exception of Dow Jones News/Retrieval Service. 
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To recover a message that you were creating or editing, 
if service is interrupted: 


1. Sign on. 


2. At Command, type SCAN PENDING. Note the scan 
number. 


3. At Command, type EDIT TEXT followed by the scan 
number. 


If you were editing when the service was interrupted, 
you will be asked if you want to recover your work. 
Type YES. 


4. Continue creating or editing your text. 
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To sign off MCI Mail: 
1. At Command, type EXIT. 
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To correct typing errors on a line before pressing 
Return, use the Control keys: 


When typing on-line: 

CONTROL+H _ Erases the last character 
CONTROL+W_ Erases the last word 

CONTROL +X__ Erases the whole line 

CONTROL +R __ Displays the line to verify changes 


While reading a display: 
CONTROL+S _ Interrupts the flow of a display 
CONTROL+Q_ Restarts the flow of a display 


When creating or editing paper mail and fax messages: 
CONTROL+L_ Forces a page break 


Note: MCI Mail will automatically insert page breaks at 
regular intervals. CONTROL + L is only necessary 
if you wish to insert a page break before reaching 
the bottom of the page. 
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To see a list of numbered messages or list names: 
Use the SCAN command.* 


At Command, type SCAN followed by the area (inbox, 
outbox, desk, pending, all, list or graphics). Note the 
scan number(s) of the message(s) you want. For example, 


To be more specific, 


AFTER, ON, YESTERDAY, TODAY, 


BEFORE a date 
FROM, TO a name 
SUBJECT a subject 


For example, 


To specify multiple scan numbers, use a comma for 
“and” or a hyphen for ‘through.’ For example, 


1-3 means |, 2 and 3 
1,3 means | and 3 


*To enter any MCI Mail command, you can use the first two letters of the 
command, i.e., SC (scan), FR (from), SU (subject), IN (inbox), etc. 
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To read all messages in your inbox: 


1. At Command, type READ INBOX. MCI Mail will display 
the first message. 


2. To read the next and subsequent messages, type 
NEXT. 


To read selected messages: 


1. SCAN your inbox, outbox or desk. Note the scan 
number(s) of the message(s) you want to read. (See 
Scanning, page 16.) 


2. At Command, type READ followed by the scan 
number(s). For example, 


3. To read the next and subsequent messages, type NEXT. 


Note: To read with continuous scrolling, type PRINT 
instead of READ at the command prompt. The 
PRINT command does not activate the printer, 
which must be done locally using your communi- 
cations software or hardware. 


*To enter any MCI Mail command, you can abbreviate by using the first 
two letters of the command, i.e., RE (read), NE (next), IN (inbox), etc. 
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To print messages in your mailbox non-stop: 


|. SCAN and note the scan number(s) of the message(s) 
you want to print. (See Scanning, page 16.) 


2. Activate your printer and then use the PRINT 
command.* 


At Command, type PRINT followed by the scan 
number(s). 
3. To control scrolling, press: 


CONTROL+S__ to stop scrolling 
CONTROL +Q__ to continue scrolling 


For instructions on downloading your mail (saving 
messages to disk), see Downloading Mail, page 76. 


‘Procedures vary by software. Please refer to your software manual for 
instructions. See free Bulletin Board PC Guidelines. 
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To reply to the sender of a message: 


1. If you have just read the message: 
At Command, type ANSWER. 


If you have not just read the message: 


a. At Command, type SCAN DESK. Note the scan 
number of the message you want to answer. 


b. Type ANSWER followed by the scan number. 


2. Create the text for your message. (See Creating Text, 
page 26.) 


To reply to the sender and all those who received the 
message: 
|. If you have just read the message: 

At Command, type ANSWER EACH. 


If you have not just read the message: 


a. At Command, type SCAN DESK. Note the scan 
number of the message you want to answer. 


b. Type ANSWER EACH followed by the scan number. 


2. Create the text for your message. (See Creating Text, 
page 26.) 
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To address an envelope to an MCI Mail subscriber for 
instant delivery: 


|. At Command, type CREATE. 


To upload an address file, see Uploading an Address 
File, page 73. 


2. At TO, type the recipient’s name. For example, 


You may identify the recipient more specifically by 
typing a location or organization. For example, 


3. At TO, repeat step 2 to enter more electronic 
recipients; or press Return to skip this prompt.* * 


Note: To cancel the envelope, at TO, CC or Subject, 
type a/ (slash). 


4. At CC, repeat step 2 if you want to send Courtesy 
Copies; or press Return to skip this prompt. 


5. At Subject, type a subject: or press Return to skip 
this prompt. 


*To enter any MCI Mail command, you can use the first two letters of the 
command, i.e., CR (create), PR (print), IN (inbox), etc. 
**You may send the same message to other electronic mail systems, fax, 
telex or paper recipients. Refer to the appropriate addressing sections 
for instructions. 
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To address an envelope to a subscriber on CompuServe, 
or another electronic mail system (EMS) connected 
to MCI Mail: 


|. At Command, type CREATE. 


2. At TO, type the recipient’s name followed by EMS in 
parentheses. For example, 


es 


. At EMS, type the name of the recipient's company or 
mail system. For example, 


— 


. At MBX, type the recipient’s name or mailbox 
address. For example, 


5. At the second MBX, type any additional mailbox 
addressing information required by the remote system. | 
Press Return at MBX when the address is complete. : 


6. At TO, repeat steps 2 through 5 to enter more EMS 
addresses; or press Return to skip this prompt.* 


Note: To cancel the envelope, at TO, EMS, MBX, CC 
or Subject, type a / (slash). 


/, At CC, repeat steps 2 through 5 if you want to send 
Courtesy Copies; or press Return to skip this prompt. 


8. At Subject, type a subject; or press Return to skip 
this prompt. 


‘You may send the same message to other electronic mail systems, fax, 
ielex or paper recipients. Refer to the appropriate addressing sections 
lor instructions. 
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To address messages for delivery to a subscriber on 
another electronic mail system (EMS) that is connected 
to MCI Mail using X.400:* 


1. At Command, type CREATE. 


2. At TO, type the recipient's name (surname) followed 
by EMS in parentheses. For example, 


3. At EMS, type the name of the recipient’s mail system. 
For example, 


4. At MBX, type the appropriate label (listed below) 
followed by an equal sign (=), followed by the specific 
addressing information. Do not enter blank spaces 
between the label, the equal sign, and the address 
information. For example, 


The X.400 standard requires specific addressing 
formats. Use the MBX lines to specify your recipient's 
X.400 address. Have your correspondent provide you 
with their e-mail address. 


*X.400 is an internationally defined standard for message exchange. 
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Each portion of the address entered at the MBX 
prompt must be preceded by the appropriate label. 
The valid labels are: 


Recipient's first or given name 
Recipient's initials (no punctuation) 
Generation (e.g., Jr) 


Recipient’s organization 
Organizational unit or division 
Private X.400 mail system name 
Domain-defined attribute 


Only one entry per MBX line is allowed. 


5. At the next MBX, type additional information, if 
needed. Follow the format in step 4. Or, press Return 
at MBX if the address is complete. For example, 


. At TO, repeat steps 2 through 5 to enter more 
recipients; or press Return to skip this prompt. 


Note: To cancel the envelope at TO, EMS, MBX, CC 
or Subject, type a / (slash). 


~ 
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7, At CC, repeat steps 2 through 5 if you want to send 
Courtesy Copies; or press Return to skip this prompt. 


8. At Subject, type a subject; or press Return to skip 
this prompt. 
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To create the text for your instant message (including 
EMS and X.400 delivery): 


1. At Text, enter your message or upload a file.* 


Lines may contain up to 80 characters and must end 
with a carriage return. 


MCI Mail will accept up to 255 characters per line. 
This is useful when sending spreadsheet or other 
tabulated information. Line length requirements may 
vary depending on the recipient's mail system. There- 
fore, when sending messages to interconnected X.400 
mail systems, verify line length restrictions with your 
recipient prior to sending your message. 


2. End the text. 
a. Press Return after the last line. 
b. Type / (slash) at the left margin; press Return. 


*To upload a file, see Uploading a Text File, page 72. 
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To see how your message will look when delivered: 


|. Read your draft. 


If you have just created or edited your message: 
At Command, type READ DRAFT. 


If you have not just created or edited your 
message: 


a. At Command, type SCAN PENDING. Note the 
scan number of your message. 


b. Type READ and the scan number. For example, 


2. To change the envelope, see Editing the Envelope, 
page 50. 
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You may send your message immediately after creating it 


or you may edit the text or the envelope prior to posting. 
To edit the text or envelope, see Editing Messages, page 49. 


To send your instant message: 


If you have just ended your text: 


1. At Handling, type in any handling option(s)* Or press 
Return to skip this prompt. 


2. At Send?, type YES. 


If you have not just ended your text: 


|. At Command, type SCAN PENDING. Note the scan 
number of the message you want to send. 


2. Type SEND or SEND ONITE followed by the scan 
number. (See Send Options below.) For example, 


3. At Send?, type YES. 


Send Options 


The send option you choose determines the placement 
of the message in the recipient's inbox. Send Onite 
messages will appear first in the recipient's inbox and 
will be marked ** PRIORITY. 


*For details, see Handling Options, page 59. 
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To address a paper letter for postal or courier delivery: 
1. At Command, type CREATE. 


2. At TO, type the recipient’s name followed by PAPER in 
parentheses. For example, 


The name and address will appear on the printed 
envelope exactly as you type it. 


. At Country, type the destination country. For delivery 
within the U.S., press Return. 


4. At Title/Company, type this optional information; or 
press Return to skip this prompt. For example, 


For courier delivery, type a phone number to be 
called in case of delivery problems. 


5. At Address Line 1, type the street address. 


For courier delivery, you must provide a street address. 
(Couriers cannot deliver to Post Office boxes.) 


6. At Address Line 2, type any additional information, 
for example, a suite number; or press Return to skip 
this prompt. 


7. At City, type the city. 


8. At State (or Province), type the state. You may use 
the standard abbreviation. For example, 


For delivery outside the U.S., enter the state or 
province; or press Return to skip this prompt. 
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9. At ZIP Code (or Postal Code), type a 5-digit or 
9-digit ZIP Code. 


For courier delivery, a ZIP Code must be entered. 
For delivery outside the U.S., enter a postal code; 
or press Return to skip this prompt. 


(0. At TO, repeat steps 2 through 9 to enter more 
postal addresses; or press Return to skip this 
prompt.* 


Note: To cancel the envelope, type a / (slash) 
at any address prompt. 


‘|. At CC, repeat steps 2 through 9 to send Courtesy 
Copies; or press Return to skip this prompt. 


\2. At Subject, type a subject; or press Return to 
skip this prompt. 


‘You may send the same message to other electronic mail systems, fax, 
ielex or paper recipients. Refer to the appropriate addressing sections 
lor instructions. 
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To create the text for your letter: 


|. At Text, enter your message or upload a file* 


Lines may contain up to 80 characters and must end 
with a carriage return. When typing text on-line, use 
the control keys to correct a line before pressing 
Return. (See Using Control Keys, page 15.) 


2. End the text. 
a. Press Return after the last line. 
b. Type / (slash) at the left margin; press Return. 


‘!o upload a file, see Uploading a Text File, page 72. 
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To register your letterhead: 

A Graphics Registration form is included with the MCI 
Mail Prices and Services Guide. To register your graphics: 
1. Complete both sides of the form. 

2. Attach a reproducible photostatic copy of your business 
letterhead or any other form you wish to register. 


. Send the form to MCI Mail at the address provided. 
MCI Mail will notify you via an Instant Letter when 
your graphics are ready for use. Allow two weeks. 


For a duplicate form or assistance, contact Customer 
Support at 800-444-6245. (In Washington, D.C., call 
202-833-8484.) You may register up to 14 variations of 
your letterhead. 


To use your letterhead: 


Note: Paper mail will be printed automatically on your 
standard letterhead. Or, to specify an alternate 
letterhead that you have registered. 


1. At Handling, type FORM: followed by the name of 
the letterhead. For example, 


To see the names of your letterheads and signatures: 
1. At Command, type SCAN GRAPHICS. 


For holiday letterheads: 
1. At Command, type HELP HOLIDAY for information. 


2. At Handling, type FORM:HOLIDAY to select a holiday 
letterhead. 


To print your letter on blank paper: 
|. At Handling, type FORM:BLANK. 


Important Note: When using your letterhead, be sure to 
use READ PAPER before sending the 
letter in order to see how the letter will 
look. (See Reviewing Your Paper Letter, 
page 34.) 
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To register your signature: 


A Graphics Registration form is included with MCI Mail 
Prices and Services. To register your graphics: 


|. Complete both sides of the form. : 
2. Sign your name in the box on the form. 
3. Send the form to MCI Mail at the address provided. 
MCI Mail will notify you via Instant Letter when your 
graphics are ready for use. Allow two weeks. 


For a duplicate form or assistance, contact Customer 
Support at 800-444-6245. (In Washington, D.C., call 


'02-833-8484.) You may register up to 14 variations of 
your signature. 


To use your signature: 


|. After creating the text, on a blank line at the left 
margin, type /SIGNED/. 


2. At Handling, press Return to use your standard 


signature. To use an alternate signature that you have 


registered, type SIGN: followed by the signature 
name. For example, 
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To make sure your letter will fit properly on the 
paper, always use the READ PAPER command before 
sending paper mail: 

If you have just created or edited your message: 

1. At Command, type READ PAPER. 


If you have not created or edited your message: 


|. At Command, type SCAN PENDING. Note the scan 
number of your message. 


2. Type READ PAPER followed by the scan number. 
For example, 


If you are using a registered letterhead: 


I. Specify the letter dimensions provided in the graphics 
message from MCI Mail Customer Support: 


= Number of printed lines: 
= Number of characters per line: 
= Number of lines for signature: 
2. Do not use any numbers other than those received 


from MCI Mail. If you do not have this information, 
call MCI Mail Customer Support. 
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To see an abbreviated version of the text for your 
paper letter and change problem areas: 


|. Use the EDIT PAPER command. 


Note: To change the envelope, see Editing the 
Envelope, page 50. 


If you have just created or edited your message: 
At Command, type EDIT PAPER. 


If you have not just created or edited your message: 


a. At Command, type SCAN PENDING. Note the 
scan number of your message. 


b. Type EDIT PAPER followed by the scan number. 
For example, 


. If you are using a registered letterhead, specify the 
letter dimensions provided by MCI Mail: 
= Number of printed lines: 
= Number of characters per line: 
= Number of lines for signature: 
Do not use any numbers other than those received 


from MCI Mail. If you do not have this information, 
call MCI Mail Customer Support. 


You will see a portion of the first and last three lines 
of each page with line numbers. Any other lines that 
will cause a problem are also displayed. 


3. At Do you wish to edit this TEXT?, type YES to 
correct any problems; type NO if your letter is correct. 
Press Return. 
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To send your letter: 


Type SEND for First Class postal delivery or SEND 
ONITE for courier delivery. 


Dae ansaid To deliver your message via: 


SEND First Class Mail; Letter Class for 
destinations outside the U.S. 


SEND ONITE Courier Service; Letters posted 
before 11:00 p.m. Eastern Time, 
Monday through Friday, will be 
delivered to most metropolitan 
locations throughout the U.S. by 
noon the following business day. 
Delivery is guaranteed by 5:00 p.m. 
Eastern Time. Delivery to destina- 
tions outside the U.S. will take 
longer. For country-specific infor- 
mation about delivery times and 
rates, type HELP and the name of 
the country. For example, 


Addresses for Onite mail may not 
contain a Post Office box. Domestic 
mail must include a ZIP code; 

foreign couriers need postal codes. 
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1. At Command, type CREATE. 


To upload an address file, see Uploading an Address 
File, page 73. 


2. At TO, type the recipient’s name followed by TELEX in 
parentheses. For example, 


3. At Country: 
a. For U.S. delivery 


Specify the network that services your recipient: 
for dial-up communications software, use the 
column below titled ‘No.’ For Lotus and Desktop 
Express or an office automation package, use the 
column titled “Code.” 


"0 [c00E /COUNTRY NAME 
0) 
| 
2 
3 


NOT LISTED BELOW. DELETE 


MCI/WUI (OR OTHER IRC TELEX 
NETWORK) 


O WESTERN UNION TELEX I 
NETWORK 
5 WESTERN UNION TELEX II 


(TWX) NETWORK 


b. For international delivery 


Type the country name or country code for the 
recipient. 


*You may send the same message to other electronic mail systems, fax, 
telex or paper recipients. Refer to the appropriate addressing sections 
for instructions. 
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4. At Recipient Telex No, type the recipient's telex 


~~ 


number. Do not use spaces, letters, punctuation or 
symbols in the telex number. For example, 


. At Recipient Answerback, type the recipient's 
complete answerback. If you do not know the 
answerback, press Return.* For example, 


. At TO, repeat steps 2 through 5 to enter more names 
and addresses; or press Return to skip this prompt. 


Note: To cancel the envelope, type a / (slash) at any 
address prompt. 


At CC, repeat steps 2 through 5 if you wish to send 
Courtesy Copies; or press Return to skip this prompt. 


. At Subject, type a subject; or press Return to skip 
this prompt. 


‘Telexes to Canada require an answerback. 
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To create the text for telex messages: 


1. At Text, enter your message or upload a file. 
To upload a file, see Uploading a Text File, page 72. 


Lines may have up to 69 characters and must end 
with a carriage return. A telex message may have a 
maximum of 100,000 characters. 


MCI Mail automatically translates your message from 
ASCII characters to BAUDOT for transmission to the 
telex networks. However, not all ASCII characters exist 
in the Baudot character set. Refer to Appendix, page 81, 
for a list of ASCII characters not found in Baudot. 


2. End of text. 
a. Press Return after the last line. 
b. Type / (slash) at the left margin; press Return. 
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To see how you typed your message: 
1. Read your draft. 


If you have just created or edited your message: 
At Command, type READ DRAFT. 


If you have not just created or edited your message: 


a. At Command, type SCAN PENDING. Note the 
scan number of your message. 


b. Type READ and the scan number. 


2. To correct the envelope or text, see Editing Messages, 
page 49. 
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To deliver your message to the recipient's telex 
terminal: 


At Command, type SEND. 


If your telex message is delivered: 


You will automatically receive a delivery confirmation 
notice in your inbox. There is no need to request 
a receipt. 


If your telex message cannot be delivered: 


You will receive a cancellation notice in your inbox. 
The explanation appears as a code at the end of the 
last line of the message. For example, 


The cancellation code above is 06 NP. For an explanation 
of the cancellation code 06 NP, type HELP TELEX 
CANCEL. 
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To have a telex message sent to your MCI Mailbox, 
provide your correspondents with the following 
information: 


= Outside the continental U.S., telex subscribers must: 


1. Dial the U.S. MCI/WUI Access Code. Access codes 
by country of origin are available on-line by typing 
HELP TELEX INBOUND. 


2. After receiving a go ahead response, type your 
telex number. 


= In the continental U.S., conversational telex 
subscribers must: 


1. Dial 101 (except MCI/WUI subscribers). 
2. At WUI GA, type your MCI Mail telex number. 


Note: All MCI Mail subscribers receive a telex 
number automatically. 


Your telex number is 650, followed by your MCI 
ID. Your answerback is printed automatically 
on any telex message you send. For example, 
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To address for delivery to a Group III facsimile 
(fax) device: 


1. At Command, type CREATE. 


2. At TO, type the recipient’s name followed by FAX in 
parentheses. For example, 


3. At Country, 
a. For US. delivery 
Press Return. 
b. For international delivery 
Type the country name or the country code. 


. At Recipient Fax No, type the recipient's phone 
number. You may use digits, hyphens and parentheses. 
Do not use letters or symbols. 


a. For delivery in the US., type the area code and the 
7-digit phone number. For example, 


b. For international delivery, type the city code 
(if appropriate) and the local phone number. 
For example, 


li 


Note: The system will automatically enter the inter- 
national code (011) and the country code. 
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5. At Options?, type YES; or press Return to skip 
this prompt. 


If you type YES, you will be prompted for the following 
information: 


a. At Retry Period, specify a period of time between 
one-half hour (.5) and twelve hours (12.0) during 
which MCI will attempt repeatedly to deliver your 
fax message; or press Return to skip this prompt. 
For example, 


Note: If not specified, MCI will repeatedly attempt 
to deliver the message for four hours (4.0). 


b. At Recipient Company, type the recipient's 
company as you would like it to appear on the 
cover page; or press Return to skip this prompt. 
For example, 


c. At Sender Fax, type your fax number if you would 
like it to appear on the cover page; or press Return 
to skip this prompt. For example, 


d. At Sender Telephone, type your telephone number 
if you would like it to appear on the cover page; or 
press Return to skip this prompt. For example, 
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6. At Alternate Delivery?, type an alternate delivery 
method; or press Return to skip this prompt. 

Note: You may specify one alternate method for each 
fax recipient. Valid responses include: paper, 
telex, fax (different fax number), instant, EMS. 
For example, 


Note: You will be prompted for the address 
based on the delivery types. 


7. At TO, repeat steps 2 through 6 to enter more 
recipients; or press Return to skip this prompt.* 


Note: To cancel the envelope, type a / (slash) at any 
address prompt. 


. At CC, repeat steps 2 through 6 if you want to send 
Courtesy Copies; or press Return to skip this prompt. 


9. At Subject, type a subject; or press Return to skip 
this prompt. 


*You may send the same message to other electronic mail systems, fax, 
telex or paper recipients. Refer to the appropriate addressing sections 
for instructions. 
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To create the text for fax messages: 


|. At Text, enter your message or upload a file. 
To upload a file, see Uploading a Text File, page 72. 


Lines may have up to 80 characters and must end 
with a carriage return. 


2. End the text. 
a. Press Return after the last line. 
b. Type / (slash) at the left margin: press Return. 
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To see how you typed your message: 

|. Read your draft. 
If you have just created or edited your message: 
At Command, type READ DRAFT. 


If you have not just created or edited your message: 


a. At Command, type SCAN PENDING. Note the scan 
number of your message. 


b. Type READ and the scan number. 


N 


. To correct the envelope or text, see Editing Messages, 
page 49. 
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To deliver your message to the recipient’s fax device: 
At Command, type SEND. 


If your fax message is delivered: 


You will automatically receive a delivery confirmation 
notice in your inbox. There is no need to request a 
receipt. 


If your fax message cannot be delivered: 


You will receive a cancellation notice in your inbox. It will 
contain a verbal and numeric cancellation code. For a 
detailed explanation, type HELP FAX CANCEL. 


A. NAME: 


B. TITLE: 


C. DATE: 


D. LOCATION: 
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To make changes to the envelope: 


. Use the EDIT command. 


— 


If you have just created or edited your message: 
At Command, type EDIT ENVELOPE. 


If you have not just created or edited your message: 
a. Type SCAN PENDING. Note the scan number. 
b. Type EDIT ENVELOPE and the scan number. 


2. At TO, type *R to display all the names and addresses. 


3. To add a new recipient, at TO, type the new name 
followed by the delivery method in parentheses. 
Complete the address. 


4. To delete an incorrect recipient, at TO, type a hyphen (-) 
followed by the name exactly as you typed it originally: 
press Return. For example, 


0: buenas ae a ee 


5. Press Return to leave the recipient list unchanged. 


6. At CC, repeat steps 2 and 3 to make corrections. 


7. At Subject, type a new subject. To delete the subject, 
type a hyphen. Or, to leave the subject unchanged, 
press Return. 


8. At Handling, type the new handling options. To delete 


handling options, type a hyphen. To leave handling 
options unchanged, press Return. 
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To see if an address can be posted: 


At Command, type SCAN PENDING. Note the scan 
number of your message. 


. Type VERIFY and the scan number. 


Or type VERIFY, the scan number and the delivery 
option. For example, 


To correct the address, see Editing the Envelope, 
page 50. 


To see if all addresses on a list can be posted: 


I. 


At Command, type SCAN LIST. Note the list name. 


2. Type VERIFY, the delivery option, the word LIST 


and the list name. For example, 


To correct an address, see Editing the Envelope, 
page 50. 
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To change the text of your message: 
1. Use the EDIT Command. 


If you have just created or edited your message: 
At Command, type EDIT TEXT. 


If you have not just created or edited your message: 
a. Type SCAN PENDING. Note the scan number. 
b. Type EDIT TEXT and the scan number. 


2. At Edit Command, type READ. 


The READ command places a line number next to 
each line of your text. Use the line number together 
with the commands below to specify where and what 
changes you desire. These numbers are re only used by 
MCI Mail and will not appear on your message. 
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3. Enter the desired edit command and the line 


number(s): 


Commands | Corrections 


ADD 

ADD 9 
ADD FIRST 
CANCEL 


CHANGE 6 


COPY 
1 TO 6 


COPY 
I-3 TO6 


DELEIE 
DELETE 3-7 
FORMAT 


FORMAT 
ALL AT 50 


FORMAT 
1-8 AT 50 


MOVE 
3 To 


MOVE 
3-5 oe 


NUMBER 


READ 
READ 3-8 


STOP 


Insert new lines of text after the last line. 
Insert new lines of text after line 9. 
Insert new lines of text before the first line. 


Cancel the changes and restore the text 
to its original form. 


Change the text in line 6. At Old text, 
type the text exactly as it is now. At 
New text, type the text as you want it. 


Copy line | after line 6. 


Copy lines |, 2 and 3 after line 6. 
Delete line 5. 
Delete lines 5, 6 and 7. 


If the line length is not specified (for 
example, “AT 50’’), then the system will 
format each line with 80 characters. 


Adjust all text to 50 characters per line. 


Adjust lines | through 8 to 50 characters 
per line. 


Copy line 3 after line 9 and delete line 3. 


Copy lines 3, 4 and 5 after line 9 and 
delete lines 3, 4 and 5 


Renumber the lines (useful after 
inserting, deleting or formatting text). 


Display all lines of text with line numbers. 


Display lines 3 through 8 with line 
numbers. 


To return to the command prompt 
when you have finished editing the text. 
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Do not format lines with tabulated text. 


poaaririr ty Sete 


Do not format lines that contain /SIGNED/ unless they 
are separated by blank lines. In other words, /signed/ 

must be on a line by itself (flush left), if you want your 

signature to appear on a line by itself. 


Do not use the /SIGNED/ command during an EDIT 
SESSION. If you do, the word /signed/ will be incor- 
porated into the text and your registered signature 
will not appear. 


4. At Edit Command, type STOP. 


54 


C. DATE: 


D. LOCATION: 


€. 


tt 


eee Pe ae 


2," boc ~ openeees 8 eee 8 ee 8 

aug iJ 

ests etstetetats Deueeeeeeeeeeese see 8 8 8 

pa Sy a euubesses ses Be eee eee 
t oe 


teae Br 
aa 

BGRRBBCCeeeeeeee Bee 8 8 

1 


To create a list of addressees: 

1. At Command, type CREATE LIST. 

2. At LIST NAME, type the name of the list.* 

3. At TO, type the name of an addressee followed by the 
delivery method in parentheses. Complete the address. 
Repeat until all desired addressees have been 
entered .* * 

Note: To upload a list, see Uploading an Address File, 
page 73. 


4. To review the list, at TO, type *R; press Return. 
5. At TO, press Return to store the list. 


6. At Command, type VERIFY LIST followed by the list 
name to make sure all addresses are valid. 


Or type VERIFY, the delivery option, the word LIST 
and the list name. For example, 


] 


*A list name may contain between 2 and 20 letters or numbers. You 
can also use blank spaces which will be included in the length count. 
Do not include graphic characters or symbols such as: -/#@&, + 
** A Private List may contain up to 100 names. Any combination of electronic, 
paper, telex, fax and X.400 addresses is permitted. Refer to the appropri- 
ate sections for addressing instructions for each of the delivery types. 
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To send a message to all addressees on a list: 
1. At Command, type CREATE. 


2. At TO, type the list name. Do not include handling 
options in parentheses after the list name. 


3. At TO, enter more individual recipients or list names 
and complete the envelope. Or press Return to skip 
this prompt. 


4. At CC, you may enter the name of a list or an 
individual recipient; or press Return to skip this prompt. 
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To find a list (to verify addresses): 


|. At Command, type SCAN LIST for a directory of all 
your lists. 


a8 feitiet 


Pa 8 888 seececeesenecece pat hae 


' oes8e eee 8 888 Reviewir 


See 


To review a private list: 7; 


|. At Command, type READ LIST followed by the list 
name. For example, 
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To update addressees on a list: 
|. At Command, type EDIT LIST followed by the list name. 


2. To rename the list, at New LIST name, type a new list 
name; or press Return to keep the name. 


3. At TO, type *R to display all the names and addresses. 
4. Edit the list: 


a. Delete names by typing a hyphen (-) followed by 
the name exactly as it currently appears. 


b. To add a new recipient, at TO, type the new name 
followed by the alternate delivery method in 
parentheses. Complete the address. 


5. Press Return to update your list. 
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To remove a list: 
1. At Command, type DELETE LIST followed by the 
list name. 


2. At Delete?, type YES. 
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To send a message to the recipients on a Shared List: 


1. At Command, type CREATE. 


2. At TO or CC, type the list name followed by the word 
LIST in parentheses. Do not include handling options in 
parentheses after the list name. For example, 


3. At TO, enter another recipient’s name or a list name; 
or press Return to skip this prompt. 


4. At CC, repeat steps 2 and 3 to send Courtesy Copies; 
or press Return to skip this prompt. 


5. At Subject, type a subject; or press Return to skip 
this prompt. 


To request use of a Shared List, send a message to 
the list owner: 


1. At Command, type CREATE. 


2. At TO or CC, type the list name followed by OWNER 
in parentheses. For example, 
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To specify handling options, you may use two methods: 


m In parentheses following the recipient's name at the 
TO and CC prompts. The option will apply to this 
recipient only. 


m At the Handling prompt. This will apply to all 
recipients on the envelope. 


You can use more than one handling option by separating 


each one with a comma. For example, 


If conflicting information is provided, the system will follow 
the instructions provided at the TO or CC prompts. 
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To notify the recipient that an instant message has 
been delivered: 


1. At TO, type the recipient’s name followed by ALERT 
in parentheses, a colon, the area code, phone number 
and time (optional) the recipient is to be called 
(Eastern Time). For example, 


Note: To have your recipient called, send your message 
on business days between 9 a.m. and 5 p.m. 
Eastern Time—anywhere in the continental U.S. 
A note will be placed in your inbox when the 
Alert Operator makes the call. 
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To group charges on your invoice by charge code: 


1. At TO or CC, type the recipient's name followed by 
CHARGE in parentheses, a colon, and the charge 
code (up to 20 alphanumeric characters). For example, 


OR 


2. At Handling, type CHARGE, a colon, the charge code 
(up to 20 alphanumeric characters), and the charges 
(optional). For example, 


Note: Charge codes entered at TO or CC override 
registered charge codes. 


Br rcrts tear ran ee Ren cates dhee saeco ene ee 
Die ee eee ena) rerearse tees ort, : 

ere debabeinctten tanga 8 Pee 
To print a paper letter in document format or to 
suppress display of the recipient list when sending 

an electronic message: 


1. At Handling, type DOC. 
OR 


2. At Command, type CREATE DOC (instead of CREATE). 


Paper letters will be printed without a date or inside 
address. Only the text of the message is printed and 
follows a report format. 


Instant messages will appear with only the sender's 
name, the receiver’s name, and the text. Other 
recipients’ names do not appear. Messages that contain 
more than nineteen recipients will be sent to electronic 
recipients in document format. To see the entire 
envelope, type READ ENVELOPE. 


él 
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To specify the letterhead for your paper mail: 
1. At Command, type HELP GRAPHICS for the names of 
your registered graphics. 


2. At Handling, type FORM, colon and the graphic 
name. For example, 


To suppress the letterhead for your paper mail: 


1. At Handling, type FORM, colon and the word 
BLANK. For example, 


i 


Note: This option suppresses your registered default 
letterhead or MCI stationery. Your paper letter 
is printed on blank paper. 

To specify holiday graphics: 
1. At Command or Handling, type HELP HOLIDAY. 

(A list and schedule of letterheads will appear.) 


2. At Handling, type FORM, colon, HOLIDAY. For oo tl 
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To specify memo format for paper mail: 


1. At TO or CC, type name followed by MEMO in paren- 
theses. For example, 


OR 


2. At Command, type CREATE MEMO. 


Your paper memo will contain a list of all TO and CC 
recipients, the sender’s name, the date, and the subject. 
It follows an informal memo format. 
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To specify Onite delivery for all recipients: 


1. At Handling, type ONITE. 
OR 
2. At Command, type SEND ONITE. 


To specify Onite delivery for selected recipients: 


|. At TO or CC, type the name followed by ONITE in 
parentheses. 


Note: Delivery options specified at TO or CC override 
those specified at the command or handling 
prompts. Post Office box numbers may not be used. 


Onite paper mail is delivered by courier. Letters posted 
by 11:00 p.m. Eastern Time, Monday through Friday, will 
be delivered to most metropolitan locations throughout 
the U.S. by noon the following business day. Delivery is 

guaranteed by 5:00 p.m. Eastern Time. Overnight letters 
reach recipients outside the U.S. in one or more days. 


Onite instant mail is marked PRIORITY and placed 
ahead of other messages in the recipient's inbox. 
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To send paper mail to an MCI Mail subscriber: 


1. At TO or CC, type the recipient’s name followed by 
PRINT in parentheses. For example, 


OR 


2. At Handling, type PRINT. 


Note: The letter will be delivered to the recipient's 
registered postal address, which is supplied by 
MCI Mail. 
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To receive a notice in your inbox, when your instant 
letter has been read or your paper letter has been 
prepared for delivery: 
1. At TO or CC, type the name followed by the delivery 
option, a comma and RECEIPT in parentheses. 
For example, 


Note: When you send a telex and fax message, a receipt 


notice is placed automatically in your inbox telling 
you the date and time of delivery. 
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To suppress fax confirmation notices: 

1. At TO or CC, type the name followed by NO RECEIPT 
in parentheses. 
OR 

2. At Handling, type NO RECEIPT. 


Note: You will continue to receive a cancellation notice if 
your fax message is undeliverable. 
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To specify an optional signature for paper mail: 

1. At Handling, type SIGN, a colon and the signature 
name that you assigned when you registered your 
graphics. For example, 
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To use the MCI Mail Directory * 


1. At Command, type FIND and the item (NAME, LIST, 
SCRIPT or EMS). For example, 


2. At the prompt, type the name of the item. 


NAME Person's formal name or last name, 
the user name or the MCI ID 


SCRIPT At least the first word of the script 
or LIST or the Shared List name 


EMS Full system name or last word of the 
system name 


You can identify the item more specifically by using 
the location or organization. For example, 


*Use the MCI Mail Directory to find the names of other MCI Mail 
subscribers, other e-mail systems connected to MCI (EMS), scripts 
or Shared Lists. 
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To forward a message to another recipient: 


1. If you have just read the message: 
At Command, type FORWARD. 


If you have not just read the message: 


a. SCAN to locate the message(s) you want to forward. 
Note the scan number. (See Scanning, page 16.) 


b. At Command, type FORWARD followed by the 
scan number(s); press Return. For example, 


2. Complete the envelope.* 


3. At Text, type text to serve as a cover memo for the 
message(s) you are forwarding. 


4. To end your text segment, type / (slash) on a line by 
itself. (See Creating Text, page 40.) 


5. Send the message. 


*To cancel the request to FORWARD a message, at TO, type / (slash). 
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To copy the entire message without the envelope: 


1. SCAN to identify the message(s) you want to include. 
Note the scan number(s). (See Scanning, page 16.) 


2. Create the envelope. (See sections on Addressing.) 


3. Create the text that will appear before the included 
text. (See sections on Creating Text.) 


4. At the left margin, type /INCLUDE/ followed by the 
scan number(s) of the message(s) you want to use. 
For example, 


Note: The entire message text will be included. 


5. Create the text that will appear after the included text. 
6. End your message and review your draft. 


' © 8 @ 88080 SGOCRBEeeeeeeeees Pye aiapeesasacels psatet! 


: Dr gee ees a umm aba | i= “ae mn an as a 


Hone IE, An th Rca AM 


To create a Bulletin Board: 


To receive detailed instructions for creating a Bulletin 
Board, call Customer Support at 800-444-6245. 
In Washington, D.C., call 202-833-8484. 


To read items on a Bulletin Board: 


1. At Command, type VIEW and the Board name. 
For example, 


2. At View Command, type SCAN. You may scan for 
specific items by specifying a date or subject. (See 
Scanning, page 16.) For example, 


3. At View Command, type READ or PRINT followed by 
the scan numbers or type ALL. For example, 


Note: The PRINT command does not activate your 
printer. Procedures to do so vary by software. 
Please refer to your software manual for 
instructions. 


4. At View Command, type LEAVE to end your Bulletin 
Board session. 
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To create a script: 


To receive detailed instructions for creating a script, call 
Customer Support at 800-444-6245. In Washington, D.C., 
call 202-833-8484. 


To complete a script: 


1. At Command, type CREATE USING and the script 
name. For example, 


2. At TO or CC, you may enter recipients if the script 
owner has given you this option. 


3. Complete the requested information. 


4. At Display script results, type YES to see the 
information you entered. 
5. Send the message. 


Note: Completed scripts may not be edited. If the 
script is not sent, the draft is deleted. 
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To upload a text file: 


1. Create your text file off-line before signing on to 
MCI Mail. 


m Use alphanumeric characters and standard symbols. 
Do not use underlining or boldfacing. 


m Save your document as an ASCII file, which will 
automatically remove the word processing control 
codes. (It will also replace soft carriage returns with 
hard carriage returns.) 


m= Type CONTROL + L to specify page breaks if your 
file will be delivered as paper mail. 


Note: MCI Mail will accept up to 255 characters per 
line. This is useful when sending spreadsheet 
or other tabulated information. 


2. Load your communications software and sign on to 
MCI Mail. 


3. Create the envelope. 


4. At Text, send your prepared document to MCI Mail. 
(Refer to your communications software manual for 
specific commands.) 


5. After the document has been transmitted, you may 
upload another file or type text on-line. 


6. Type / (slash) on a line by itself to end your message. 


Note: You may request documentation on specific 
hardware and communications software from 
MCI Mail Customer Support. 


© © © 8880 SHBRBEREeaeeeees Patti 5 eee 5, 


te tact unee cod oe 


i tattriteiietentantis 


To upload a file containing addresses when creating 
or editing an envelope or list: 


1. Create your address file off-line, before signing on to 
MCI Mail. (See Address File Format.) 


. At TO or CC, type /UPLOAD. 


. When prompted, upload the file to MCI MAIL, using 
your communications software. 
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. When uploading is complete, type /UPLOAD. 


Rejected addresses are disregarded by MCI Mail. 
They must be corrected off-line and reloaded or 
reentered manually. 


To cancel uploading, type /ABORT. 


5. Complete the envelope. 


Address File Format 


You may create the file with or without key words. (See 
examples below.) 


You must separate recipients with a blank line. 


For paper mail with key words: i.e., TO, CC, Subject, etc.: 


Note: For international delivery, also type the word 
Country followed by a colon, and the country 
name. For example, 
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Optional entries may be eliminated. For example, 


TO: John Brown (paper) 
Line 1: 105 Uptown Terrace 
City: Minneapolis 

State: MN 
Code: 11223 


For paper mail without key words: 


For delivery outside the U.S., COUNTRY: followed by the 
country name must appear as the last line of the address. 
For example, 


John Brown 
76-16 Yamate-cho 


Yokohama 231-19 
Country: Japan 


For telex messages with key words: 


To: Peter Beal (telex) 
Country: 842 

Telex: 66847 
Answerback: 66847 ABCCO F 


For telex messages without key words: 


Peter Beal TLX: 84266847 66847 ABCCO F 
For instant messages: 


TO: Tom Jones/ 107-3362 (receipt) 


Note: To avoid multiple directory matches, include the 
MCI Mail ID number. 
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For fax messages with key words: 


TO: Frank Carter (fax) 
Faxno: 202-463-0330 
Retry: 25 (optional) 


Company: ABC Company (optional) 
Sfax: 617-598-1669 (optional) 
Sphone: 617-598-1688 — (optional) 


Notes: For delivery to locations in the U.S., Canada, 
some Caribbean countries and parts of Mexico, 
type the area code and the local phone number. 


For delivery to international locations, type the 
international code (011), then the country code, 
followed by the city code (if applicable), and 
finally, the local phone number. 


Note: Sfax refers to the sender’s fax. Sohone 
refers to the sender’s phone. 


Optional entries may be eliminated. For example, 


TO: Frank Carter (fax) 
Faxno: 202-463-0330 
Company: ABC Corp 


For fax messages without key words: 


Frank Carter FAXNO: 202-463-0330 


For a Shared List: 


Sales Managers (list) 


For a Private List: 
Staff 
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To save MCI Mail messages on disk: 
1. Load your communications software. 
2. Sign on to MCI Mail. 


3. SCAN to identify the messages you want to save. Note 
the scan number of your message. (See Scanning, 
page 16.) 


4. Turn on the capturing process. (Refer to downloading 
documents in your communications software manual.) 


5. At Command, type PRINT and the scan number. 


6. Turn off the capturing process when downloading is 
completed. 


Note: You can request documentation on specific hard- 
ware and communications software for MCI Mail 
from Customer Support. 
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To request a Help File, at Command, type HELP followed 
by the name of the file. For example, 


A 


Access 

Access Canada 
Access International 
Account 

Account Change 
Account Read 
Address 

Address Address 
Address Board 
Address CompuServe 
Address Delete 
Address EMS 
Address Handling 
Address Instant 
Address List 
Address Missive 
Address Owner 
Address Paper 
Address Telex 
Address Telex International 
Address Upload 
Address Verify 
Advanced 

Answer 

Appendix 


B 

Book 

Bulletin Board 

Bulletin Board Directory 
Bulletin Board Prices 
Bulletin Board View 


C 


CompuServe 
CompuServe Receive 
Control 

Country 

<Country > * 

Create 

Create Doc 

Create Memo 


*Enter country of interest 


D 

Delete 

Deliver 

Deliver International 
Deliver Onite 
Delivery Schedule 
Desk 

Dow Jones | 


E 

Edit 

Edit Add 
Edit Cancel 
Edit Change 
Edit Copy 
Edit Delete 
Edit Envelope 
Edit Format 
Edit Move 
Edit Number 
Edit Read 
Edit Stop 
Edit Text 


a 


Fax 

Fax Cancel 
Fax Pricing 
Fax Send 
Find 

Find Name 
Forward 


G 


Glossary 
Graphics 


H 


Handling 
Handling Charge 
Handling Doc 
Handling Form 
Handling Memo 
Handling Receipt 
Handling Sign 
Help Telemail 
Help World Mail 
Holiday 
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I 


Inbox 
Include 
Index 


E 

Lists 

Lists Create 
Lists Delete 
Lists Edit 
Lists Read 
Lists Scan 


M 
Mailbox 
Missive 


N 


Next 


O 


Outbox 


P 

PC 

PC Address 

PC Download 

PC Logon 

PC Text 

PC Trouble 

PC Upload Address 
PC Upload Text 
Pending 

Phones <State> 
Phones <Canadian Province > 
Phones 2400 

Post 

Prices Messages 
Print 

Print Paper 


R 

Read 

Read Draft 
Read Paper 
Request 
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S 


Scan 

Scan Select 
Script 

Send 

Shared List 
Special Features 
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Telemail 

Telex 

Telex Cancel 
Telex Carrier 
Telex Directory 
Telex Inbound 
Telex Pricing 
Telex Receive 
Telex Send 
Text 

Text Include 
Text On-line 
Text Upload 
Tollfreebox 
Tymnet Sign-on 


U 


Upload 


V 


Volume 


Worldmail 


xX 

X.400 

X.400 Address 
X.400 Cancel 
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The following Help Files can be used in the Edit and 


View mode: 
Help Files that may Help Files that may 
be used when editing be used when viewing 
a message: a Bulletin Board: 

Add Delete 

Cancel Exit 

Change Leave 

Copy Prices 

Delete Print 

Format Read 

Move Scan 

Number 

Read 

Stop 


The following Bulletin Boards may be used free 
of charge: 


View Connection Strings 


Information on creating connection strings, as well as 
already developed connection strings for different 
modems and for access from other countries. 


View International Access 


Information on accessing MCI Mail from outside the U.S. 


View MCI Mail News 

Information about new services and applications for 
MCI Mail. 

View PC Guidelines 


Information on computers and software relating to 
MCI Mail. 
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When telex messages are transmitted, they are converted 
from ASCII to Baudot. The output is always upper case. 
The following table provides the conversion of those 
characters that are not printed as typed. 


ASCII BAUDOT 
TYPED Definition Transmitted 


Exclamation Mark 
Quotation Mark 
Number Symbol 
Dollar Sign 
Percentage 
Ampersand (and) 
Apostrophe 

Left Bracket (Round) 
Right Bracket (Round) 
Asterisk 

Plus Sign 

Comma 

Hyphen 

Period 

Slash 

Colon 

Semi-Colon 

Less Than 

Greater Than 

Equal To 

Question Mark 

At Symbol 

Left Bracket (Square) 
Right Bracket (Square) 
Underline Not Translatable 
Up Arrow (Exponentiation) Not Translatable 
Left Bracket (Curly) Not Translatable 
Right Bracket (Curly) Not Translatable 
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